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10 My 1956
. MEMORANDUM FOR: Chief, FE/Support
THROUGH i Chief, FE/PT
SUBJECT s+ Progress Report Relative to Centralisation of

Personnel Activities within FE Division

1. In scoordence with arrengements made with the Meanagement
taff and entatives of this offioce a study wes conducted of
the FE Division personnel records and reporting systems to establish
more sfficient methods and procedures, FParticulsr sttention was
dovoted so as to design such procedures to relieve the Branch of
miscellansous administretive duties; and invelwed the utilisation
of maghine techniques for the preparation of Form 52 centrally,

o8 well as for the maintsnpnoe of personnel records and statisticel
dats ) to this Diviaion. As a result of exploring various
methods to best centralise the personnel operations it was deterained
to install, on s test basip, systems employing the use of the
Flesaowriter and other electrical acccunting machines. A series of
sxploratory demonstrations to key officials within FE, (fflce of
Personnal, 38A, and Management Staff were conducted to better determine
the fesaibility of the proposed systeas,

2. In view of the fuvoreble sceeptance to the proposed
ingtelletion, the following operationsl procedures were developed:

(a) 4An operatiyg mamual for establishing and maintalnping
punched card files for personnel operetionz 1z the
FE bivision.

(b) . Procedures utilizing the Flexowriter machine whereby
two hy-praduets ere realised simultansously with
preparation of SF 32, pest for Persomnsl Actlon.
Such hy-products ars utilised to sapiure selected
codsd infdrnation for preparstion of a tabulating
oexrd and for the preperstion of subsequent perascnnel
actions.

{s) A Pending Card Deck te control SF 52 from its
: until receipt of SF 50 in the FE Division.
‘ , the card form contains the pertinent
information found on 8F 52, the comtrolling factor

bedng the date of request. Pres , tabulated '
are being furnished Chief 25X1A8a
lasting name, slot mmber, nature stion, and

date of request. This report sstablished a uniform
listing and schedule which did not previcusly sxist
for contrdlling pending aocticnn.
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{4)

25X1A8a

{e)

)

@

(n}
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4 Current Htstus Card Deck which reflects the
surrent stotus of all FE esmployees. It countains
identicel information as found in the Pending Card
Dotk axcept the effective date of the aotion im
rooorded Listesd of date of request. This card lends
iteell to ary M%&mn of uiﬁﬁi;imuan ﬁaﬁﬁ
thereing will grestly reducs ¢ process 3
apd eliainate alacet completely humen error az we
eustosarlly understand it. 4 veview of previous
reports prepared in veeled that over 90%
sould de oxapiled fron  deck or a combination of
this deok and the 7/0 Deak below,

A 1/0 Deck to record statisticsl dats relstive to the
table of organisation, This deck is identicsl to
the one aaintained in tbe Machine Records Diviaion.
Wintenance of & occaparsdle deck in FE reduces the
slapsed time from the out off date {0 the completion
date frem 20 calendar dsys to 5. listings from this
snd mnuﬂ"mmm ;ntn;ggtn;/grm A
' ng pendlin en
and alot apsigoments in eddition to those officlally
approved, Buooh listings are a conavlidetion of previous
reperts end! placas in the hends of the operatirg
peysomnel & prastioal doc .

A Supplemeital Card Deck to be utilised as a contimuation
dack to the current status card deck to recerd sdditionsl
statiatios] dete. Buch personnsl data imeludes personnel
minber, nems, EOD date, date of lsat fitness report,
date of lapt promotion, dete entered cereer service,
and rotetion dste. Approximately 30% of the potential
columns have not been ssaigned. It 1s feli that a
analyais of the reporting nesds within FE
will resuit in oomplete utilisetion of a1l columns.
Sone of the items under considersiion presently are
traiaing quealifications, former status, and disabilitdes.
Thais card is in the developmental phase axnd the deck was
satablished through the recording of the rotation dates.

A Master Cord Deck to record thet personnel data which
38 sonstant r 3§ an esployee. OGensrally, this card
will serve aps an willity instrument. In sddition, this
sexd 1z utilised to record, mamiully, sdditional
ataiistioal dats whieh is of insulficient veluzme or
soope to warrant a punching operstion.

A Bistoricel Gard Deck which consists of inactive
status cards that have besn yeplaced in the status file

‘becsuse of a subsequent setion., Reports mey be provided

gwmmgmnurwmnummm
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Generslly, these procedures have mot bean developed to
mwm@muon,mtmwnmmmmea
bciz; Ires to use mmar osoxbinations of machines and methods

van desired report. The orux of the

W S.n!'k one in which reports have not previcusly
iw:ihh bscause of the inability to perfora them, but rether
beosupe of the inability to perform them in & short encugh period of

$ime for thea to be 3 plus the excessive saount of man
mwummwwmm The proposed
sperations provide a systen of compiling statistical information on
s sard for future refersnco in a usable fomm.

In addition theps procedures have been designed to essume
functions of reparting es well as accounting on en sutomatic bmsis
and thelr speed of celoulation replaces hours of human computstion
tine, It is believed this machine application will rmm; in:

wonﬂ:y of reporting;
h. Improved parvonnsl mansgement controls for the FE

<. eum-xnwa asnpower, money, and time;

4. Grester seaxity through Waiinﬁan of wamtion;

8., MAacurate npem and besio detz for specisl
reporia and studles; end,

£. Providing central 1mt:!.en to reviev the propriety
of all requests in scoordance with Agency Reporis
Managenent Progran.

Ve are contimulyg to investigste sible appliceti
dW&MMWanu&wwwzwﬁ

4. Ihs pilet to cantrulising certain
25X1A8a M aativities of wes initieted on
195%6. Thia centralisation involved the preperstion of all 25X1A8a
Persconel Aotions and Perspnnel Duta Sheets in[J It is proposed
to axpend this service a8 8o0n as the necessery 25X1A83a

25X1A82  gquipment is Teoaired in
5. As previ tated above
25X1A8a tabulated :

has furnished various
alated reporis o snd elemernts staff end is now in
25X1A8a a pesiticon to furniah ted 1is of perscnnel data to sll
mawmmmmm.m”efmmumm gince
xNLQﬁmurﬁnms

' N t Parsonnel Aetions for the Diviaion.
b. Ah&bﬂ&«i by same and service desmignationa

B anugwamwnteexmmm
d. I&ttina of 21l logistics officers anid awnism'bive
carwesr service menbars.
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e, Table of organizetion,

In addition, listings of all FE Steff Employees and Staff
Agents are avatlable upon request as follews:

8. Alphsbeitosl Ly service designation, rotation date,
branch, grade, position title, dete of birth, by
sex, or Ly auy comblnation of the sbove.

b. Organisational listings of headquarters and/or field
- persorms) by slot mumber, grade, branch, position title,
sex, date of birth, rotation, or any combination of the

o. listing of parsommsl sctions pending by date of
request, slphabeticully, or type of action requested.

d. Listing of slots organisationally by branch, service
dsgignation, grade, positiorn title, or any ocombinstion
of the above,

6. The present installation employs the use of three meachine
undts, A Flexowriter for the preparation of the Request for
Personnel Action and by-products in the form of eight channel
tapes for the preparation ¢f a tebulating card snd for the preparation
of subsequent personnel sotions. 4n IBN Tape-to=-Card Pumch (047) to
preparo the above series of card decks which will replace the OFib
Form as the basic persomnel control record, An IBM Shrter {082) to
sort out end identify individuals by specific chermoteristice. It
sheuld be noted that additional IBM equipment located in the MRD and
RI 1Divisions is utilized 9n occesion for the preparation of specisl
reparia. The volume of sueh 18 one which doss not warrsnt purchase
of this equipment, ’

7. ‘The following additions)l steps must be teken before the
gbove procedures msy be given Divislon wide application:

2. Roocord type of employee and neme ldentification into
8tatus Card Deck,

b, Complete Supplemsntal Card Deck.

¢. Establish Magter Cexrd Deck.

d. Establlish pseudo Deck.

o, Discontimie posting end reference to UF4b card.
Utdlize IBM Card Decks.

f. Discontinme ;amal preparation of 8F 52 =~ key punching
and utilize Flexowriter — Tepe-to-card Punch mechines.

£+ DMsoontime memnel preparation of Personnel Data Sheat
and govert t4 machine epplication.

It 18 estimsted that the sbove operations can be accomplished
within the next 90 days.
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8. The initial review of persommsl records and work mesthods
revealed certain administretive changes sould be effected to improve
the flov of work. Those placed into effeot are as follows:

&. T/0 changes s¥s first routed through eivillan personnel
ualt for posting. This elininsted the forwsrding of
&F 52's with incorrect informetion,

b. A chart indleeting mumber of coples of SF 52 to prepare
Loxr each type of aotion, BReduced the mmber of coples
dispate hed to Office of Parsonnel 4o as many as five
on sdms actions,

8. A procedure with WD which improved the proecessing
of "separation =~ return to parent service actions”
‘hy eveiding s break in service or beck dating of the
Wmt. Also, diseontimued flow of umnecessary

ﬂ Gaam}.lation of ipplieant Processing,

25X1A8a

d. A reduction of enslosures to scocmpany Personnel Actlens,
superviscrs recommndetions from eight to ane; chief
of stetions recommozdations from eight to ene; FHI
from thres to two; and PHS appendix from three to one.

3. Porm Ko. 764, Pleld Duty Status and Overtiams Beport
25X1A8a « Do sateaitted direetly froa chief of station to the
Fiaanoe Divialion vis I The required reporting
e T eoesstion of ora Nou 433, Xaent
maﬂ on 'orn No. » Agen
Duty Statun - would be discontinued. This procedurs
is in the phase of sopsdination.

m{ 25X1A9%a
Managonen
fds '

Orig & 1 - Addressee
1 - C/FE/PT
Ak FH/S
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